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25X1A BAMDBOGK GUIDE FOR COMPBTITIVE AVALUATION PANELS ;’3 | j
$ oo 1 H
10, NN E
PThis Handbook is for the guidence of Agsuey porsemncl woo :
are pppointed by Hends of Caresr Bercices Lo guve on Copnabitive
‘ _ E
Evalvation Pancls. E
'/Z The informaties m&iﬁt&i howover, shasld be of agual
[t 4 VAW o by b 5w
\ interest to alllsupervieors who will vartleinsbe in tha Dovpobisive
et % . |
Evalvation procesz erd who wiil, iv tho final spelysis, be lavgely i
regpongible for its ¢ ffectivencss. ;
i
The guldslines and procedures profentod avrs 1rhonded %0 be :
advisory in raturs rathor than Pegvlstory, T i mallze? that !
varlances in the compegition of farsor Servizsy aal Ao 3toparain e
geographieally and coowetiensdly, of their cesponnsl will pequire d
| ]
the development by the Mareer Serviess of jatorpal piveting pro- :
cedures to Fit iheir seeds. FHowovor, khe wap af this Fon Aboak 0 :
E
’ - ; oy - b F
gat the frame of refevence foy the operations of Govpetdtive Berl i‘:“iiﬁ" i
Penels of all Corecr 3esviees will previde a dasiredle degves of i
Agency-wida uniformity in promotlon adminizirs i O '
25X1A Policy and Precedures on the Competitive Peomotion Frogrom E
are set forth in Negulatic tompatitive Prowyilans E
R
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GUIDE FOR COMPETITIVE PROMOTICN PANILS

High espilt de corps of Agemcy Persennal depends 1o a conaldertblo dumres

upon the achisvement of a falr and effective promotlon syobom wdileh will ouva

and retain the respect ¢f all mowbers of the Ageneye The Ageocy has ndeoshed &
competitive evaluation promotion policy with the alm of engwelng Rt s lly
objoctivity and impartiality in promotlions. This progrem is based to sann axbon’

upon characteristics of the varicus promoticn systoma in the Forelgn Scrifoe

Corps of the Department of Stete, private bualness and the Militery Zarviiag;

.
i g

LY

Lot
Haid

1a specifically designed to meet Ageney objestives of bullding and maintoining &

Career Staff of high caliber. Its chiel chavacterisiics ave:
Ae

Aprraisel) of the employse?s valusg Ho the Agency in tarss ¢f the
quantity and quality of tho work he has perforws? aod nis contugs,
skills, personality, potentislity and valus e the Ageucy. 4 cone

sclenticus effort 13 made to recerd, via the Biographic Profile snd

Fitness Report, complete, factuval and eobjeetive loformacion rogarding

each individual.

Be

g Cevace Dexvicos
27 anneally,
(b) by an impartial Compstitive Evelusiion Fanel and (e) in
ccmparigon with every olher mesbar of the saze grade snd coeupationzl
~ category within a Gamr Services, Thic sysitou - differe from usuzl
Civil Service practice vhere promotlon depends rigldly u?«‘m the grade
of job to which the individual iz assigned.
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C. Groun Judements
The relative standing of the peracn rabed dopemls on growp Jndgrments
The Fitness Report containe the opinions of Individusl suparvisors
and reviewing officers; the annual competitive rating repvesents ths
consensus of a group of experienced senior members of tho @pl@;r@a?ﬁ
Career Servics with respect to the employee?s meril for premotion in
compariscn with Mis contemporaricss. The objeciive iz fo make tha proe

motion system genudnely free from favoritiam and bias.

Do

The rromotion system mqtﬂres that peresonnal sorve 1cmg eneugh ’i
sach grade %o provide a basis for a thorough evaluation of thelr
performance at the grade lovels This i3 secomplished by eshablishlng
minfmus porlods of w&ee in each grade during which permonnel ava
not in the mone of consideratien for pmm’aﬁ.am

Bea
In sach grads, the ¢ e%wwww@ those whe ars
ranked highea% Simt, orovided theliy gquslifisabicns czn bo

wtilized to advanteze at the next grade level. In: cther wordg, tho
available promotions will go to those found by the Pangle and Hoads

of Caresr Sarvicas to be tha most compotent and valuable to CIA.

stitive Brnluation Tarsla:

Panel Competitive Bvaluation of all empleywes o1igible for ppevoblon
on the basis of their porformames, accepbence of Cpzeer Staff chlige-

amd value to the Agouey ie the most eriticsl

on, parmPXT.. The produes of Panel soMlon will

S VN R TR

eongist of & list of ezap‘ioyeas renked in orde,: of nerit for p?*ﬂmw
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Be

ol
promotion recommendations. The 1ist will include the smployses thz ’
Panel considers to merit promotion st the time of Panel aeiion m:!t bin
the numsrieal limitatien which may be preseribed by the Nead of th+
Caresr Serviee. Panels will bs comprized of & minimm of thves werhars
of the Career Servics concarned, genior in grede to ewmployess balry
svaluated, and appointed by the Head of the farser Ssrvice to serve for
the pericd required to evaluate all eligible employzes in the grade grovps

and competitive area(s) assigned.

obdn - Emploress?

1. Idsting of all persommel in the wona of mmiﬁde&*&tiﬁn for
prowotion in the grade level to be evaluabed.

2. Listing of personnel recormended for promatic: {in opdsv of
preferentce vhenever practical) by Saniow Supervisore.

3, An indication of the number of personnel o be on the fingl

rank order 1ist may be provided the Fanel by the Head of the

he would direet & somewhat larger numbsr of persomvel to be ranked
"since it may be anticipsted that sowe individuals on the rank order
1ist may not be promoted if their qualifications and experiencs

are such that no suitablo sesigrment af the hisher rrade is aviil-

able or likaly to bz availablie in the future.

-3~
L
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R

Lo Biogrephic Profiles (Attashment 1) or an aquivalent suncwry

of service and perforrance of sach mw 2 ons of 2 5 %.
TR

5. Personal interview, whenover feasib

‘ Q

’
8 Of @y lopeon, TUOEY

supervlsors, or ethgria having knowledge of the empleyses being
mval.ua.tadb The importsnce ¥of intarviews of porsons in grades (912
and above partievlarly is strosseds |

s for Panel Considepaticm in Fvnivetine Beolovess
Mwﬁgﬂiﬂ tYa mﬂ.m”%_l@ ol Job perfurmsd}

a. One of the chief consideratiousg in eompetibively eveluating

employesa :i_s the performines faetor - how well has the job
been performsd - the quality snd q:u.zan’e.i%:.r' of wopk donee
the interest of randering mmeimum @mﬂx‘;y in ﬁudg:%m; this
factor, Panal YHewbers should besr & nd the Jeval @ tho

job performed hy enployeas heling sveluvabs Dt heweioe, 5%

o TP T PR SRR r s T T T 1 e s —™»” ~rrerre

may happen, for exampie, Ghab & S

gt 1;.;@“&&3 an enployes eoslaned 3o 0

ey 1

poaition o m bizine "5@?“ o with oniy minimal

g
aeeeptanulndba mted 0 1<IA Trus, Tibress Heporits anu

comperable ratings becose mors meaningul when eonsiderad in

B i TR T

relation to thb_ charactarighics and lavel of the job performed.
be In addition to past and curreant perforssnce, Yhe potentlell ”*y
the individuval has desenstrstad Tor the vsrlformenas of mers

WY1 ————

difficuit and responsible dutlies In the futura i irmorbants
Fitness Resport mts.nga on this factor and records of performencn
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the zerid syslen aud the effegtlvensan of

"

& eowon eritiedsa of prosstion psuel sychbems le bhat Bhe

tend to miko enployess velnoh

1#
*"‘-’} ‘:?T‘Tﬁ i”fk ._.s,y .,:“” ‘ i

ipghesd euployses may be inclined to conloym o RAG LR

pravailivg opindon. Slaes this Leadent

every offort pust bs mmda to glve dus crodit bo saoloy
W have ahown theogelves carabio of sourd indeponient
Judgment, creptive work, seli-railante & @ the accephanes of

sususl, rospenaivility. If the initialive wl aa o ApLaTE

hns lad to some Cilfiecvliy, he vhonld nob be sagvar wly gw
hoasuss a enlevleted risk did net work oub A0 She shiemps el
iine of action won worbhddlo. Shadlars, Pangl ipmiors

should be wary of mployess whe wasbrish bhaly daips noweday
Lo coneentrats on a Faw work produstn for Bhe purpsee of
recgiving ss;?e:;:i.a:ii. aonmerdrbliong.

Extra care sbowld be talen to detersdng the wmeril fow pro-
motion of esployees whose dubdes zive Lhom «7:.p;“c:a:!i'.sx%'ui:‘?:-},r o
wmm‘mni‘rm 1ittle subsbantive oubyut whleh eon b "rw;vlv
evaluptad, or whose dublos and perfoivdnce carnob, Por oasurdiy
reasons, e cempletely decumented. fipllerly, wmcluyene

g b g
engeged In training assigrments rmed e given full conaldeyailon

Cwhely reperted secomprisinant’

For bheir efforks in the 1%

during gush traininge

T

T
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Ptsininh

es In evaluating the performance of cmpleycas pariovming

R o TR e il etk ot

exscutive or supervisory duties, It ie atressed that prinsipzl

.

considsration should bo given to the dexenptration of nersmsw

ment skilis. Pectors in this connseblon ars the demonstrated

mwpnr e

abilities of an exscutive or superiisor to p_q.ap sud e.r::a fze hio
unit, establish sound policlas; {rain and supervisc empleyoss,

and achisve sfficient oporaticn and accomplislment «f reg:ived

objectives.
2o Accertancs of Capsax Staff Oblipsticns

Ty

A factor which should be given consldorable woisht s tho williagness
ef the enployse to mat?\(?areer Staff obligatisng. Thie g ba exdue -

Flified by acveptance of assignments to fsolstod or herdshin wats,

ey A

undertaking of specialized training which my Yand to protvachad
periods of service in difficult or unpleszent cress of Lho _mﬂc!. ord,

in general, by & demonsirzted willingness to vut the neady of the

0 o

Agency before personal prefarencs or eonvenliont.
3. Yalue of Empleyes o Sroucy :
Thapaeehierw! B&velapﬁ::g aad k«qﬁgé»;zta wgealmed warber of walifio

persornel in all lines of work is a problem with whlsh )1 aprgani- E

L]

zations must contend. The mejor objacty:ﬁ@f the Asmexr Gw;«mr Prorean E
includ mmﬁ Stalf Mowbors 98 a Loosader bags of Linlping sn
experisnce to ineresse thelr vérsatﬁity and assigoment potontisl s ‘;
well e Wﬂ@pﬁg# apyloyeen In ?'z’f ity swsiz:."ﬁ:? and
fields. In compatitivaly evaluating employees Tor vromotion, eongider rratdor
niinhainiis

., &
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5e

)

ghould be given to the presant valus of the evpl pwo to th@__

Agenay, and, as best as can be detsrwined, bis | wesdled upsfulinens

In the futurs. Of pertinencs to value of an ex loyux o Lhé
Agency 49 a consideration of possession of searce ocenpabionel
skills and sxporiencs which are diffieult to rerlscs ard wakeh
may have requived arducus training or uwnplsesand nesigmuerts for

Length of soyvies in 2 grade level {heyond the minfenm: Siws

requirement) shall ba a factor in the evaluablion of an anglopac®s
e

thet promobion rost e eprond by eeEiioeson
psrfonmnce over & suf"’icient pw‘!ed of timm, lfeoncy @:-:seﬁa 6D
at lover grede la*mls an woll ag expsris-ce galned priey Yo eniy

with CIA should be svalvated on tho basis of applieabiliiy o on

Agency zaresyr. Notwithstanding the uousl levgih of seyvloe eoouire-

ments, it 18 important to heep In wind thel ne eﬂmzwee shomld be

rated lover than his performance mevits slxply ?&‘ms wae of $he ronenay
of his isst mromotione To de 2o might penalize w ‘wz:e} effoptn and
[y .

talents as well as enhancs the chances Tow yr*-rmmﬂ of Lhone whose

principal claim 1s that of mﬂe_msg,

i A T e i A e Tan Ry e i
Salifications (Favestdon, Mosrdonae, Troindee, Pevocias DRGTRe@illerni.

The Gegree to whieh an employee ameseds the windmup shrnderde ol

experience, training, and eduzation is ol varbinence o W ovrluation,

providing the type of experiencn, tralning ard odvestlon iz of
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domonsbrated usafulness in eonnecedbion with the ewmployoets

and probably fubtwre u*;.:tl.:?.mtﬂnm Parsonsl chacscteristios siodid
simiiarly be evaluated in terms of the epplicobion Lo surraepdh sid
probable future assignmentts
6o Qihop Conglderabions
80 OCare should bs taken to ensure that Individuals evrpuiily on
assignuents overscas or othermAss outelds hsudguarters are

given ecual eonslderation for promotion ant aw

I ie
by their vorn-avallability for intevview A

survant documsntatlion of perfornmico.
be In evsluating employses whose rocords roflsst alrorss reposda

*

or cribiciams, care should be taken to determine vhether the
adverse materisl has heen cub-dabsd by nore recent Paversbis
performance. Giving undus welght S0 pech raperts of defenis
which an employres has corrscied may orents an wnjush Dpawmand ,zﬁ.:
handicap to his cameors Thus, Pancle must ba as sangliblive %o
records reflecting improved perTormunce as they ars to theso
vhioh raflact detorioration.

cs Panel Merbers® persensl knowledge of en ivdividusl shoudd nob

te given uvndue weight, Howsver, if & Ponel Menber, thmvuzh

personsl. experiencs or a:'athmﬁaﬁ.a% ie cegningnt of porbinsal
infory _%ﬁi\- .!..ﬂﬂl‘;h‘-‘ﬁ Wiﬁ'ﬁ’%ﬁ: he gm?gru wler bhad o Marmaiton
availabie to tha *‘rm.m s A& Pr ddmanidily hime

B VLI LISt D 1 [ [

self from ranking any wndﬁ.dam whom ha ecsnast objectively

svaluate due to cloge associaticn or sivonz persera) feallngs.

Approved For Release 2000/08/30 : CIA-RDP30-01826R000900080020-7 )
' daiiiehainla
a8

Tt Py

T




Approved For Release 2000/08/30 : CII-\.-RDP80-0_1SZMQOOOSOOZO-T u

de UWhenever eompetitive sveluatlon esteblisies enpleycs J BELLUET
as egpantially equal, it is apprepviste thet Parel Mesbsys iz
added waighl to considsration of am, length of quoiilying ou-

perisnce aud genersi background.

B ;;1 Stars in Comprdliifve Harddine by Panelss

¥hle saployees reccumended oy Sanior Dupervisers wWill oo
“5 by Paneis for {inol mnkia:g; for promabione Thaly waoonis
(Biogrophic Profiles or equivalent) will be given & prallimloudy fevien

# Toea? veeords will Then ha moviawsd e Shs Toeed

nd by the Pansl G e T

nr aligible

Wil A EE R AL R BTES~
ui;n.mi 14‘.5 ,.L.'._ug SR onlaU LGl Ll

notion will be included with thorem = Qe Bl
Senior Suparvisors.

3o , Intorviews will be condusted of empleysus, oo d
othigrs having lnméledgn of their wor -'*..T’“:’ INAVE U

5 P, e

iz porticulady desirable fopr con amclaminie.n of ooployeos io 05232
anc abovec

b Each Panel ‘medor will vauk 81l enploysss (oroliminarily ezlested
a8 abovo Indienisd) indspendently alfber complotieon ef ths BBVLIL
of Blographic Prefiles or equivelent sumwawy of ssrvise and poie
formance, axl tho cenpledion of Fanel dscussionn or intovvisume

5s Wide discrepancy in Panol Masber rgakings on apy smdiovss w311 be
discussed and yore informatien obtolved Af nesesserys Thswwarior, '

Panel Mombers may &ijust their lodividvel venivings.

Approved For Release 2000/08/30 : CIA-RDP80-01826R000900080020-7 3M

Lo L ]

T TR R —

e ToReR

I ——

I T rw————_

or

R—



e

£ - .
pproved For Release 2000/08/30 : CIA-RDP80-0182 900080020-7 U

6+ The final ranking iist will be compuied as & composite of Swdiviiusl
rankings with squel weight being given to azch Panal Harberts
jlﬁgmexmtu The individual venidngs For sach emplovss 110 ba Sotoiicd
and the final ranking wdll be determined Ly listing tho emph oo Wi
the lowest tolal ranking roints firse, $he «cm}.@;«m with the socond

lowest total of renking points, sscond, aice

do 21

Beplovge Ranidng by Panel Marbors
Hank Poangl Monher 3 Panel Marber 2 Pﬁ}a’? X *as fez 3
1 a o a
2 ¢ b b
3 8 2 G
4 b 4 @
5 d ® d

Detamaination of Finad Bonk Oplee of Tu-lov

Final Ranitine Bmploveos Iotal Polnts
;& :
: ¢ 6
3 b 8
i’.! & iz
5 d Lk

-~ am ot S
L g BT £ M
Ry Gk ﬂ:\j.’ A IoLens

7. If tho final Jis* =oods tho mexinoo on

will be adjustod sevordingly and foruvavded o the Heal of the

Career Sepvies for his use.
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208 EANELS

The Offlice of Pargonnol will be wesponsible for the yrogram of

Ll LT T T 1T L TR

prepering acecurate Biographie Profiles of prrecnnsl 4¢ be oviiuabel.
Due to the volmse of work invelved, participsiion by Personsl |
Officars, Jareer Managemont Officers, ond eryleyess in this progran

w.ﬂ;l. be nscessary. Additlonally, the Office of Pereonnel will provide

clarificatlon on promotion procodures, and fumdsh Listings of persor .

in the zond of congicoratlon, gqualification remulrements fupr specdiic

pesltions oy lines of work, and position wvglustion Informabion

B.

Importent respmaibilities of Sarcer Managovont (f2icors will be
the provision of Searatariet support to Compobifive Fvaluatlon

Panels, the obtaining of information eonwerning wmplerses baton ovolusio

L) Jm

before or during Pansl cansicam tlona, coo goeving s o opolnd of
1iaison between the Farsl and Jenier SupiEriudive
E Yl

" ; |l f‘nﬂ \,'a.g 'm “/ é i 'h':_#"ﬁ-‘_‘:
Persormel and AMdm nisirative OCficors v L“ vesponaisle fov susuning

evpmakert gprann ey

that ligts &f pawsomnel vecommended fer promehion ty Sonier Supervisors
&re provided to the Fanels and will assish Sconer Super ris oon An Bhids
regarde 'Ihsy wiil pm'uim.pate with Office o0 Persorngd in dovelopd pLng

Biographie Frofiles or the equivalent for Pansl usse

SM
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